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SOP JOB AID 
 
SCHOOL BATTALION: __________________________  
DATE: _______________ 
 

 YES NO REMARKS 

Institution SOP.  
 
a. Verifying student prerequisites. 
 
b. Ensuring student and staff/faculty 

compliance with AR 600-9. 
 
c. Test control and accountability procedures. 
 
d. Student in-processing and out-processing. 
 
e. Student disenrollment and appeal process. 
 
f. Preparation and distribution of student 

guides. 
 
g. Refresher and remedial training. 
 
h. Resourcing training. 
 
i. Safety. 
 
j. Sexual harassment/equal opportunity (EO). 
 
k. Student and instructor records. 
 
l.    Quality Assurance Program 
 

 
 
  
 
  
 
 
  
 
  
 
  
 
 
  
 
  
 
  
 
  
 
  
 
  
 
 

 
 
  
 
  
 
 
  
 
  
 
  
 
 
  
 
  
 
  
 
  
 
  
 
  
 
 

TRADOC Reg 350-18, para 3-2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TRADOC 350-70, III-1 

               
               

 


